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HOW do | print a CPF Assessment Invoice in AIS

1. Loginto AIS. (NOTE: You must be registered in AlS to print an invoice.
2. From the main AIS screen select the Pay Assessments TAB:

Compliance Summary X Update Personal Details  File Pro Bono Report  File IOLTA Report i inis Actions

NOTE: Attorneys are permitted to request a status change to Inactive/Retired between July 1 and August 31. In lieu of completing the obligations below, download the Affidavit of Retired/Inactive Status form by
clicking here. Return the notarized form to the Client Protection Fund of the Bar of Maryland no later than August 31, as indicated on the form. Attorneys approved for this status change may not practice law
being reliant on their Maryland bar license and will no longer have payment and Pro Beno, IOLTA or TIN reporting obligations

‘Compliance Item Status Detail
CPF x Payment Due. Click 'Pay Assessments’ tab to make payment or to downlead invoice.
TIN v Reporting Current.
Pro Bono x Reporting Due. Click ‘File Pro Bono Report’ tab to file your report
IoLTA E Reporting Due. Click 'File IOLTA Report tab to file your report
3. From the Pay Assessment TAB, Select the Print Invoice button.
Compliance Summary % Update Personal Details File Pro Bono Report File IOLTA Report Pay A i i ini Actions
Print Invoice Payment Receipts
Invoice Summary
Fiscal Year = Invoice Date Due Date Assessment (+) Late Fees (+) Reinstatement Fees (+) Other (+) Amount Dug Paid () Date Paid

2020 072019 09/09/2019 5130.00 50.00 $0.00 $130.00 $0.00

2019 07/01/2018 08/31/2018 $130.00 50.00 $0.00 50.00 $130.00 03292018

2018 0710172017 08312017 §130.00 $25.00 50.00 $0.00 £155.00 121082017

2017 0710172016 08/3172016 5$130.00 50.00 50.00 $0.00 $130.00 08/15/2016

2015 05/152019 07/14/2019 $130.00 575.00 550.00 50.00 $0.00 525500 07/08/2018

Invoice Balance :  $130.00
Other Balance 1~ 50.00
Total Amount Outstanding : | $130.00

Start Paym ent

*Credit card payment only.
*A Third Party service fee will be applied_

4. The invoice will generate on the screen.

Invoice Close

|
|
Client Protection Fund of the Bar of Maryland
200 Harry 5. Truman Parkway, Suite 350, Annapolis, MD 21401
Main: 410-630-8140, Fax: 410-897-0555
www.mdcourts.gow/CPF
ANNUAL BILLING

INVOICE DATE: 07/10/2019

L ML 8 AN

5. Select the print icon on the invoice screen in the upper right corner or by hovering over the PDF
document to display the print function. The print functionality will depend on your PDF Viewer
software.

a. Your print manager will open so you can print the Invoice.
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Page | 1



N\‘\\LY La \
4

i Attorney Information System

7, ~
et

%

6. REMINDER: Complete your TIN reporting on the form in part 2. before mailing:

2, FEDERAL TAX IDENTIFICATION NUMBER (TIN) DISCLOSURE:
If not making payment online, you MUST complete this Disclosure and RETURN to CPF with your payment.

Do you have a federal tax identification number ("TIN"}? ({Your federal tax identificatiocn number is NOT your Firm's tax identification number. It is a personal
identification number that you MAY have applied for with the IRS.)

OND OYES IFYES.YOUMUSTprwIdaIt:l | | | | | | | | | ‘

Note: If you fall to disclose your federal tax identification information and/or pay the assessment and/or any
applicable fees duse, the Court of Appeals may suspend your abllity to practice law in the State of Maryland.

OR...

7. Choose to complete the TIN reporting in AlS by going to the “Update personal Details TAB > then
select the Edit — Personal Info button located in the middle of the page:

Complisnce Summary x Update Personal Details'}  File Pro Bono Report  File IOLTA Report  Pay. i Actions

NOTE: Attorneys are permitted to request a status change to Inactive/Retired between July 1 and August 31. In lieu of completing the obligations below, download the Affidavit of Retired/Inactive Status form by

clicking here. Return the notarized form to the Client Protection Fund of the Bar of Maryland no later than August 31, as indicated on the form. Attorneys approved for this status change may not practice law
being reliant on their Maryland bar license and will no longer have payment and Pro Bono, IOLTA or TIN reporting obligations.

Compliance item Status  Detail

CPF ® Payment Due. Glick 'Pay Assessments' tab to make payment or o download invaice.

™ Reporting Gurrent

v
Pro Bono * Reporting Due. Click File Pro Bono Report tab to file your report
x

1oLTA Reporting Due. Click File IOLTA Report tab to fie your report

L# Edit - Personal Info + add Address + add Phone + add Fax + add Email

1g aware of a change in the information. AlS and constituent agencies have
HaeAm
8. The Edit Personal Information Dialog box will display:

Edit Personal Information

Employer Etate of State

Federal Tax ID Reporing _

® Mo, | do not have a Tax ID

Yes, | have a Tax ID as given below

TIN: Format: 230K or Z0-RO000K

Reported: 07/01/2019 01:44:32 PM
onfirm that the above Federal Tax ID information is accurate

9. Complete the Federal Tax ID Reporting section then be sure to check the Confirmation box, then
select the Save button.
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10. Your TIN reporting has been completed and the Compliance Summary page will show a green
check.

TIN v Reporting Current.

(NOTE: If you report your TIN on the form it will take a few days before the Compliance
Summary reflects the TIN Reporting.)

END OF DOCUMENT
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